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The purpose of this All County Information Notice (ACIN) is to clarify the importance of consistent use 
of the Child Welfare System/Case Management System (CWS/CMS) for entering information pertaining 
to the Interstate Compact on the Placement of Children (ICPC).  The consistent entry of data will 
improve the reliability of the extracts used to determine county performance with regard to Assembly 
Bill (AB) 636 outcome measures.  Additionally, on July 3, 2006, the President signed into law the Safe 
and Timely Interstate Placement of Foster Children Act of 2006 (H.R. 5403).  As this law becomes 
effective in California the ability for accurate data collection regarding incoming ICPC requests will 
become increasingly important. 
 
Specifically, this ACIN will clarify the use of CWS/CMS for all incoming ICPC requests (homestudy 
and/or placement) from other states and it will confirm the use of CWS/CMS for California children 
being placed under the ICPC in other states.  All incoming ICPC requests are to be entered into 
CWS/CMS as a case not as a new referral. 
 
ICPC State Policy 
 
Incoming requests under the ICPC are made on behalf of children who have been adjudicated wards or 
dependents by another state’s juvenile court and are being considered for placement in California. In 
incoming requests the sending state retains jurisdiction of the child. The sending states can make 
requests for placements in foster homes, group homes, residential treatment facilities, institutions, 
placement with a parent/guardian, relative or Non-Related Extended Family Member (NREFM), and 
placements of adjudicated wards or dependents in institutions in the receiving states.  In this situation, 
California is considered as the “receiving” state. 
 
Outgoing ICPC applies to all children who are dependants or wards of the juvenile court in California or 
are in foster care and being placed across state lines.  In outgoing cases, California retains jurisdiction.  
These placements may include foster homes, residential treatment facilities, institutions, placement 
with a parent/guardian, relative or NREFM, and placements of adjudicated wards or dependents in 
institutions in the receiving states.  In this situation, California is considered the “sending” state. 

 
  

REASON FOR THIS TRANSMITTAL 

[  ] State Law Change 
[  ] Federal Law or Regulation Change 
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Data Entry Instructions 
 
Incoming Requests: 
 
A case must be opened for ICPC requests (homestudy and/or placements) when California is the 
receiving state.  Do not enter these requests in CWS/CMS as a referral.  It is important to record this 
information even if a request from a sending state was denied as it allows for tracking of all homestudy 
requests throughout California. When a child is incoming, create a case without a referral (see 
attachment).  For the case Intervention Reason, choose Incoming ICPC Request.  Be sure to record all 
contacts for the purpose of data collection for timeliness of actions taken. 
 
Outgoing Requests: 
 
When California is the sending state a case will have already been created in CWS/CMS.  In the 
existing case, please complete the ICPC 100A page and generate the 100A form to send to the 
receiving state.  Be sure to complete all mandatory fields on the 100A form and record all contacts for 
the purpose of data collection for timeliness of actions taken.  Once interstate placement has been 
approved and the child is being placed, create the ICPC 100B page and generate the 100B form.  Be 
sure to complete all mandatory fields on the 100B form.  
 
Accessing Helpful Information for the Use of CWS/CMS 
 
Data entry instructions for CWS/CMS are located in Attachment A included in this letter. In addition, 
you may access data entry instructions for ICPC on the CWS/CMS website in the Web Based Training 
application at www.hwcws.cahwnet.gov.  (In the left-hand column, choose Training, then Application 
Training -Web Based-Release 5.5). 
 
If you have any questions, I can be reached at (916) 657-2614 or you can reach the Officer of the Day 
in the Out-of-State Placement Policy Unit at (916) 651-8100. 
 
Sincerely, 
 
Original Document Signed By: 
 
MARY L. AULT 
Deputy Director 
Children and Family Services Division 
  
Attachments 
 
 
 
 
 
 
 
 
 

www.hwcws.cahwnet.gov
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The following data entry instructions describe the basic functionality in CWS/CMS in regard to ICPC. 

Incoming ICPC Requests 

Documenting an Incoming ICPC Request (Home study or Placement Supervision) requires the 
creation of case without a referral. 

Creating a Case without a Referral 

Assumptions: 
These instructions assume the user has: 

 Opened the Client Services (Teddy Bear) application. 

Search for the child client: 
1. Click on Search from the menu bar. 
2. Select the Start Search command. 
3. Enter client search criteria in the Search dialog box. 
4. Click OK. 

When the database has finished processing the search request, the Search Results grid will display.  
5. If the client is listed in the Search Results grid, double click the child’s row to open the Client’s 

Abstract. 
6. When the abstract has been retrieved, click the Yes button. 

 

To create a new incoming ICPC case: 
7. Click the + Create New Case Folder icon. 

 
8. If the Client is listed in the Select Notebook dialog, select the client’s row. If the Client is not 

listed proceed with the next step. 
9. Click the New button in the Select Notebook dialog box. 
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10. Select the Yes button on the message box that asks if you want to create a case without a 

referral. 

 

A new case is created and the Client notebook is opened and in focus: 
11. Complete all mandatory and necessary fields for the focus child first. 
12. Attach and/or create additional clients if needed. 
13. Click the Open Existing Case notebook to open the Case Information notebook. 
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On the Case Information ID page: 
14. Click the + in the Intervention grid. 
15. Select Incoming ICPC Request in the Select Intervention Reasons dialog box. 

 
16. Select the drop down for the State field. Select the sending state. 

 
17. Completed all mandatory and necessary fields on the Case Information ID page. 
18. Click on the Svc Comp page tab. 
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On the Service Component page: 
19. Click the + in the Service Component grid. 
20. Select a service component in the Service Component drop-down box. 

 
21. Click on the Assignment page tab  

On the Assignment page: 
22. Click the + in the Assignment grid  
23. Select ICPC Case Worker in the Role Type drop-down box 
24. Complete all mandatory and necessary fields 
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25. Complete other notebooks for the case. 
26. Save to Database. 

Outgoing ICPC Request 
Documenting and generating the necessary documents for an Outgoing ICPC (Home study or 
Placement Supervision) requires the completion of the ICPC-100A & ICPC-100B pages in CWS/CMS 
and the creation of three documents, ICPC 100A, ICPC 100B and the Financial/Medical Plan. 

Assumptions: 
These instructions assume the user has: 

 Opened the Client Services (Teddy Bear) application. 
 Opened an existing Case. 
 The Case Information notebook is in focus. 

Creating an ICPC 100A 
To complete the ICPC 100A to request a home study to place a dependent child in another state:  

1. Click the ICPC-100A page tab. 
2. Click the + in the ICPC-100A grid. 
3. Enter the Status and the Status Date 
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4. Enter the State where the child is to be placed and where the ICPC-100A document will be 
sent. 

5. Check the Adoptions check box if requesting an adoptive home study. (You will be able to 
select the Adoptions check box if Adoptions Services is one of the Case Intervention 
Reasons.) 

 

To generate the ICPC-100A document: 
6. Click the + Create New Document – Case notebook. 
7. Select ICPC 100A in the Generate New Documents dialog box. 

 
8. Select the ICPC Request in the Select Notebook dialog box 
9. After the document is generated, review Section I for accuracy and complete Sections II & III 

according to the instructions. 
10. Save to Database. 
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Creating a Financial/Medical Plan 
To generate the Financial/Medical Plan document: 

1. Click the + Create New Document – Case notebook. 
2. Select Financial/Medical Plan in the Generate New Documents dialog box. 

 
3. Select the ICPC Request in the Select Notebook dialog box. 
4. After the document is generated, review the document for accuracy and complete the 

remaining sections. 
5. Save to Database. 

Creating an ICPC 100B 
The ICPC-100B is created and sent to the receiving state for the following reasons: 
When the child is placed pursuant to receipt of written approval. 
When there is a change in the placement status of the child. 
When placement is terminated by adoption decree. 
When there is any other significant change in plans for the child. 
To complete the ICPC-100B document: 

1. Click on the ICPC-100B page tab. 
2. Click the + in the ICPC-100B grid. 
3. Enter the Date Sent and the State. 
4. Check the Adoptions check box if applicable. (The Adoptions check box will be enabled if 

Adoptions Services is one of the Case Intervention Reasons.) 
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To generate the ICPC-100B document: 

5. Click the + Create New Document - Case notebook. 
6. Select ICPC 100B in the Generate New Documents dialog box. 

 
7. Select the ICPC Placement Status in the Select Notebook dialog box. 
8. Select an ICPC Action and the ICPC Reasons if applicable in the ICPC-100B dialog. 
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9. After the document is generated, review for accuracy. 
10. Save to Database. 

Note: If the child is placed in the approved home out of state, you should create a new 
placement in CWS/CMS with the child’s new placement home. 

Creating a Secondary Assignment for the Outgoing ICPC Placement 

You can document the assigned caseworker in the receiving state by creating an assignment in the 
CWS/CMS case. 

Assumptions: 
These instructions assume the user has: 

 Opened the Client Services application. 
 Opened an existing outgoing ICPC Case. 
 The Case Information notebook is in focus. 

To assign an outgoing ICPC case to a case worker in the receiving state: 
1. Click on the Assignment page tab. 
2. Click the + in the Assignment grid. 
3. Select the Secondary radio button in the Responsibility section. 
4. Select the Out of State radio button in the Assignment Destination section. 

 

The grid located at the bottom left of the page is now mandatory: 
5. Click the + in the grid. 
6. Complete all mandatory and necessary fields in the Out of State dialog box. 
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Note: If the secondary assignment is entered, the out of state worker will be available in the Contact 
notebook in Select Participants dialog under Staff Persons. 

7. Save to Database. 
 


